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. Service to the academic community, as well a§ to the business and .

in.duStrial clientele of the UniverSity, is Si Mott impOrtantiunctiOn
_,_

$-t--

of our School of Business. This volume repregenti such a valuable

service to the many Typewriting and VOcatiOlial Office Education
, teachers and studentsin the State of Tennessee and elsewhere.

- . .

Dr. Ivey Chance (Assistant Professor of Busiiess.Education) and
. -

Dr. Jerry iihitt (Professor og Accounting and Information Systems) have
dombined. their talents to produce this interesting volume, PERFORMANCE
TESTS FOR,TYPEWRITING AND VOE TEACHERS'POR MEASURING VARIOUS ACHIEVEMENT
r.,.Eyis,.. _It is designed to be of assistance to teacherg and:students
both on the secondary and the collegiate scenes. The tests contained

hereih h4Ve.been,designed and developed to aid the teacher in the
_determination of the real achievement level of studemtslin typewriting.

.._ It ii looped that the volume will Abe extreWely helpful as the students
show Continued progress in typewriting fram.Level l_throUgh Level 4.

-0

Business Education

11.

ion in all of its faces.is an integral part of'the
total educational procedure of the School of BUsiness, which prepares
the student along many lines for the.acceptance of worthwhile positions
in business firms throughout the country. The Business and Economic
Research Center is proud to have the opportunity to present this

. Monograph #9 to the academic community, because Typewriting and
.,

Vocational-Office Education_teachersand students are engaged in a
. process, designed, to enliance thereal'output and the viability of

business establishments everywhere: . ;

Comients and suggestions abo4t this volu6e are welcomed by
Dr. Chance and Dr. Whitt and should be communicated to them in the

.

School of Business at Middle Tennessee State Uni\rersity, MurfreeSboro,
.

'TennesSee-37132.- -'- '- _- ..-
_. _ . _ __-___ .....

December, 195 '
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been

Enclosed

.

/-
1 ~

: INTRODUk.ZIOP

, .

in this publication

I
is,a set'-of tests 'that bave

developed to assist the typewriting teachr in dete'iminng

the achievement lev el of typewriting students. The standards.

by which these tests were developed-can be found in a state
. . ...,

''Curriculum guide for Tennessee- Vocational Of'fiCe-Education
.

...
. -,;

teachers (5). The levels Oi minimum ty0ewi-iting performance,
.

. .

as described in the CurriculuniGuide,are repeated on..the page:

_preceding eaA.set of tests, should you pot have available a
;

-.

copy of the Curriculum Guide. These standards represent minimum
. . . .

performanci standards for jol) entry to various ta.-,ic categories
: ,- . .

deliCefibed in the Curriculum Guide.
. -..

- . .

Development of the testi'involved .tiqb testing program
.

-, .

vith,approximately 2. ,00 students in'over.4.0 secondary sChoals

..r

and -col-l-eg-es.- These tests'- --are. as

Level

Lever

Level

1:- (1) .Timed Wtitkng

2:- (1) Timed Witint
(4) Manuscript

3:

Le%;e1 4:.

(1) Tithed Writing

'

Cn Letter. (3) `_

Letter (3) Tabulation:
"'" p

-

(2) Letter (3) Tabulation
(4) Manuscript

,(1) Timed.Writing f2). LettO: "(3) Tabulation
(4.)VManuscript.: (5) Typing.NuMbers in Context

.AlterAate Torms of bath levelof tests,were deVeloped in
.

. , .
, . . . .

order that pretests and postests could be provided or that
. - ..
t

second testing a dividual for any reason would the

,



L.

4 '

iv

2

Data are alto provided(in.
thks bookleton the statistical

r

treatment of,the tests. Of particular interest are the data

Olowingstdscores made bqy studpnis in the various exercises,

which -still enable the teacher to compare the performance of

,students on a state-wide ba'sis. The standards used for scoringr'

.

timed writings,'letters, tables-i:and manuscripts are also

r

provided.

n.

N

I.

r
4
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'MINIMUM PERFORMANCE STAhPARDS.FOR LEVEL I

Timed Writings

-Type straight printed copy of reasonable difficulty
for 3 minutes at a speed of ,25 words per' minute
with no more than 3 errors.

Letters

Arratge and type commonletter styles.

,
Tabulation.

.r

Arrange and tyle common tabulated reports.

'Manuscripts --Reports

Not tested at this 16.rel.

s

a .

7

.

4

c

,

4

.14
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Level 1- -Timed Writing

-

This man was born. in 'Boston in 1809,-' The ,parents ere-. both of the 13
,--.

stage;:they toured 411 the states When he was only a few, years o],d, his 28

folks died A friend by the name Of JohnAllen took him in:and raised hima . 43

well. He was sentto the best schools in the land. What' was his name?
r-

.His name was Poe:

Asda.wrfter of short stories Poe had no equal in the land. He is_
said-to l'iave'Veen the first one to write what we know now as the, detective

story. : '' ,It was pure art the way he worked up the plots and the way he wrote

-in such a clear way the scenes of gloom, horror, and terror._ .,-

57

60 .

73,

88 -

ride had a very_Sad life apd he died at the young age of forty. While. 129
.

,-; . ,
,..... -.:

at one S4hool'Poe took up .V..heffidParats of__Orink and gambling: His debts 144
k

..--; :-'71

were so great that e man whp:',hda-raised hiF ficOild not help him pay them . 158... ''' ' '. : .
.

t.,
of-fl jp_fact,.he, -ad he :would no.-0eVer.Ktil-p,oea4-411Tlip Atpxy of Poe's ,173 _, .. e....

s .1 -.. ...... , s_. ..., , .i.
t;--

- life for the ne twenty years_ oxle;,Of the .gii*feA of gp Ageat mall in our 188- ...,-
x....,..!.,;;-;

-'''' - d
. .::::: : -..:- . tom_ .; -

'past. For 41 thet-ely:eas:_be lira a Areipbor Lifi..14ith just a.few rays of 203
..;,:,.

,

,,
i

...-:' .,::1.*:- ..,... .---,- .4::....,,'
lIghth4re and- re.

..4 ,

z.
1. .

_

.
. .

. ,

To Poe, pdems were music, and there was no po4m-that was not song. 221
.

Even the fo]k who heard him recite his works said h±s-voice was like a song.
i

236
,....., .

- - , .

. .

The poem most loved by those who came to hear.him was the Poem:about the 250_ -

-

0

raven.'
i. 251'
.

-

.gamemay,pot knOw itlha...Poe was married*. -His wife died two yeart. '265
, .

.....:

before he did. His own death came ffom drinking too,much.,EoMelibelieve that .1p, _
.f. r .,;':.--?'.'.:* 47.07. 1-."-;..-'' '' - . 04,1/4

~ .... *:...-tt." . e --` 4 4
Pbe could not or may not have been able 6 write such poems had not he lived.

4
, "..2 r :the sad life that he lived. . "s.

.

.'.1?!&,:: - -V

_

9

,

: a,

.
..C.

1

306
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Ireveliz:.:1"Lettef

:....'.... _ -;--*,.:::v-.7°' -- ---- ---

Wit,

--.--.74--,.
...

-4.Z.o .,
-

Directions: Type the following ersonarTater, using any acpeptable
letter style with ppropr 1 d.punctuation. (10 minutes)

I : ,.'%:,(4. - .1

( 1 ) 60-space line gii:, s'
,

..,
. . 2

(25. Space down. t 'es ifam top of pa .et to begin typing

the return address and date

- 0 Space down & times from date to salutation

(4) Single space body of.lett*

(5) Space down twice- after each paragraph

'(6) Space down twice from body to' complimentary close*

'1917 Radcliff Drive
KnoxvilleoTN .37912
(Current Date)

ti

Dear Bettyy The party at your housd on Saturday night was'a real
success. We certainly had,a wonderful time. .(Paragraph) When we
returned, home, we found the front door wide open and our dog Toby
was outside.having a fine time. So, it looks .like Saturday night

turned out.fine for all. (Paragraph) We-just wanted Siou to know
how much we enjoyed your dinner and all the good that
came with it., You must let us take our turn by having everyone_-
over bete_eoVn--meybe 0.ctvberi, for a ValloWeen....Party,,___Make a

,note on your calendar. Siincerely,

411.`

;

10

4.

r:
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Level 1-Tabulatipin

Directions: (1) Centet,horizontally the longestline ,in body
.. .

s...a. «

(2) Center,vertiCally on full sheet of paper
-

,

4

4-

(3) ,Hand. in when complete47.Lyou.are through_

(4) (10 minutes)

/6

TENNESSEE CITIES

Dayton

Lake City'

Bristol

Sparta

Franklin

Columbia

Jackson

I-
Mi ton

a

I



Level 1 - -Timed Writing (Alternate Item)

, .

7 .

In an oid square house that was made'out of woiod and sat on the edge 14

of the pea was born one of the most famous of. all our Amerigam-writers.

., ' , i. . _

'The name of the state it:'which he was born was Maine. He was born two years,
, .

before 'one other great man of the land, by the name of Poe.'. What was the

t.L)

name of this great man? His naMe was- Longfelidtw.

s ft

Hip life from the Very start moved 6n straight lines. He came from.a

family that iVed in d good home and one in which there never had to be
1

:

,

28

43

, 57

. 67

s 81

95,

110

125

136

150

165

180

'194

208

223

238

252

i

-7

concern from where t* next meal would come. This poet went to school with

other, i'S who at'a young age were_thinking more,of've'rse making than of all
.

, ., .-
.. --------

the-things..that boys should love-to do at such an age.
. -.

, ..,_ -,. ,
.

.---A-,/. .

After school, he\travelled over the .seas to sedthe many- things and

places he would write at the rest of his life. He came back to schoOl as

t
.
a teacher .and fOr more than twenty /ears. He quit at , young. age tod a

spend the rest'of his-life writting and to visit with his many friends.

He wak twice married. His first wife died while they were on A trip.

ovekseasto stady. He was married to his next wife for 19 years. In fact,

she was put to rest on the day that would have Marked their nineteenth year.
...1.-

:,..
.. ,

He was so saddened by her death that fot years he could not write- -and no,,,

_.

one could; .dare speak of his.Wife. ,' 259

ThiOload" was one4of the greats of all our writers. He took what he saw .273

--5.7-.

-':1.'.A

.or.heaid or read and
l-5

h is own works.. He write put of what] he leafned 288,

from others. 290

Y.
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'Directions:

.

.
,0

.

Level 'D--Letters (Alternate Itexa).\ .

Type the following personal letter, using any, acceptable
letter style with appropriate -punctuation. ,-(-10

(1) 60-space line margin

(2) .Spaced own 13 times. froni top Of page to begin typing
the returt address and date

.

(3) Space down 8times from dee' to salutation
.

(4) Single space body of 3.ettbX

(5) tSpace d twice after:each paragraph
. ,

(6) Spaced twice from body to compliment
-, - -

1917 Wade Boulevard
Nashville, Tennessee 7258
(dui-rent Date)

Dear Kathy, We ''certainly, enjoyed lial.,ing` you and Richard over. tor
dinner the other night. (Paragraphs atir.neW neighbors had a
wonderful time,. and it seemed everyone else did, too...\- The -Children
really hard a great tine playing:with our, at, idrilt 'they? ;It was
hard to tell.-who had tht most fun; the cat has been sleeping all day
today,- (ilarairaph) Marilyn and' I are planning to gp to the lake in.
two Oeek,s. 'Maybe you two would. like to some -along. Think about it .

and call us a few days in advane if you -can 'cape along .with us.

Close

r

,

- i
4*
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Directions:

. :

9

1---24bulation (Alternate item)

r.

Center horizontally the .ongeit

(2) Center vertically on full sheet

A) Hand do when completed --you are

(4) (0 minutes)

L.

:

v./

GEORGIA TOWNS

/ Glen:more
/

Sardis

'Augusta

Statesboro

.44110

Valdosta.

Douglas.

Tifton

-Albany,.

A .c.43:,1

Line in body,

of paper

through

i

4

A
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MINIMUM PERFORMANCE STANDARDS FOR LEVEL II

..

'Timed Writings

-Type straight printed copy orreaSonable difficulty
for 5 mputes at a speed of 40 words- per minute
with no more than 3. errors.

letters

Produce-a mailable letter of average length (no
.,special lines), wit one carbon copy and, an .

,addressed envelope in no more than 10 minutes.

Tabulation

Arrange and tyke common tabulated reports.

'Manuscri s--Reports

:.

lb

Produce corrected or error freemanuscripcopy of
200 words from plain typewritten /Copy in no' more :

than 10 minutes: ,

.:. /.

/ -
1

(._

- .4.

AD.

15

e
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i.,):Aewel Ti#ed J4ritinq :.
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--. _

6
,

The school house: The school house stood near did center of the 33

.
.,

district, at the, forks 'of four roads, so near the usual track of wagne that 5,,,.-28
,J , ..., , _

a Urge stonewas set4i'at the end of, thehouse to keep it from injury. ' 43
. / IC

: . .1 .

Except in the dry season the ground.. was wet, and the soil by poAeansfirm. . 58' -

.
..... .... .11 ...w........ '

The*spot was purposely exposed to the bleak Rinds of winter; ,nor were there .73

. . .

Any shade trees to keep the children from the hot rays of. the summer's sun,

as tHey were cut down many years ago. Neither was therh any such thing as 102
. ,

i ,-

aolthouse of any.kind..nbt even a wood shed. . 112

. . .

The size of the house wad 22 by 2Q feet.. From the floor to the-tbp it 126,
. ..

was seven feet tall. The chimney andlrontdOor took up about.four.feee at 141

, 7

LOOMone end,. leaving the room itself 18 by 20 feet. Around the sides of the 456.
. r

. .

were btg desks, placed so that when the pupils were sitting at them.bheir .171

faces were to the teacher and their hacks to the wall. Pldced to the sides 186

of the desks near the teacher were stools for the small ones. The teacher's 201

4

-4- des chair took up _the center. -_On this desk were_placed'a_x_cd,_or
'

.225

.

ferule; sometimes both. These, with books, writings, inkstands, rulers
,
229

r\
and plummets, with a fire shovel. and a pair of tong; (often broken), were

-N-'

,the tain furniture.

The room was warmed by a large and-deep fire place. So large was.it,1 2-6^2.

,6 f6. . 4. :
and so good iit warming tt room otherwise, that there had been seen about 275,,

one-eighth of a cord of

110

go \wood bdrniPg in it at a time. In bad weather .. 292

. .

ii was estimated that the amount usually us

.
. . .

was not far frocorda a weer .-:-

. . ,

/
'-.

. 0
0

................. ,

, I .

... t .

. '
. )-

:.-':.

t6' ...

.

a



L.

i.e

.

4

44 r
.

.1., ..,

. t `-.--z, . :
- . 12 '' `.... ,,

....!,,
. . ,

_ . . .1. __ , . .
. t. ..,.... . .- .-. .#-.

.
, , - ..

. Level 2-rsttterS-7,-__

"-....

*,_
1 --,..... c..

*N.4 1t4.' D_ .
? A . a

. _.. 'a -, A

Directions; Type the following letter, .making.one carbon'aild addressfmg

. an envelope. You may use any acceptab.etter style, ,,4.
with appropriate punetuatioiLstyle. Assume diet 0.)+ou _.

are using letterhead paper' 'arid .(2) the envelope has the .
-; :

return address preprinted so that only 'the address need'
.

be typed: ,_ (10 minutes). -.=

)

7

'
i

(Current Date) International Trevel. Agency, 3413.tiaisdale Avenue,

MeMphis, TN 37423 Gentlemen 133, wife ,aad r are planning...a vacation
in Europe beginning August 1. Would you.' provide Us ,,,Tith travel costs

and other information for such a ;trip? (P) We would like to visit
' Ireland ,3 days), Geimany (.4 days);, Analancl (1 week), France (2' weeks);.,.

This schedule gives us, one month abroad though my vacation period

.
.- is, six weeks lon'ig.. You may, therefore, use up. to one additional

weelZ for travel, between, points. (P) We _would like to plan part
of the trip to be taken by au,tomabiler therefore, would qou also
figtrtesthe rental of a small car, such as he Volkeswagen?. (P). M.a? .....-

we hear from you soon? Yours truly J. Fred Harper ,, President (Your .

Iniisas) , .

.

arif%;
s yCt _

.
1.

1.7 .

.

.

4

A

-`

4
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Level 2--tabulation.
-;-

Direct1.6A: .Centsi horizontally and,'Verticailysin a full. sheet of
. ...

-....-- paper the fallowing problem. Erase and correct ill...

typing errors: Die double-spacing. Leave 10. spices
-;; , -between coluins. Bind in-when completed.- (1.0 minutes)

. .c.

,

4

.

. -

-CITiE-S-TO_VISIT IN,TENNESSEE.
.

(by 14,011b):

Knokville

Maryville

Cleveland ,

.
Nashville

c.

-S parta

-Wing-heker

Calumi

.
-Memphis

. .
p

`'

; r

.18

'.
January

February

August

October

December

November

`February

August

.September-

"October

,

A

'1 3

Ms.

d

1 7

ti

st
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Level 2--Manuscript

Directions: (l' Type the fpllowing article in. manuscript form,
using a 60-space line (Pica) or a 7Q-space line

(Elite)

(2) 'Leave top margin of 1 1/2" on first page;

on other ages,

(3) Leave a bot dm margin of 1"

(4) (10 minutes)
- -

THE HARVEgr

O

.

111

A person wi'o should take a.knifesandbegin to slash his flesh-until'

the blood began to run from it would, be shot up in an insane asylum;
but we are all the time cutting our mental selves Olth*the edged
thought -tools--hatred, revenge, angerand yet we think We are sane

and normal. Every thought is -a seed from whichgrows a mental plant
and the same as Itself.,,If. there is a venom in the seed thought-
plant, there'will be venom'in the fruit Which will `poison the life,

which will stop our happiness and success. If you sell yourbelf
to your desires, you must expect the hahrest to be the same. .A man,
whdsells himself to a selfish life, a life of.taking and
giving, must snot ,complain if there are thistles hnd thorns in'his .

harvest. (P) Life is justto -us., It giVes us what We pay for.
The-truth is, many of us aikor things and we are not willfng to
pay the price, and, of course, we receive only as we .pdy, for Nature °

keeps a cash store. She gives us all we pay for; we cannot take
away a thing if we do not pay the price:

e

.

19
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# Level 2--Timed Writing (Altern
.

The windows were five in all, of twelve panes each.. They were placed

so low in the walls' as to.give full chance to the pupils to see each

trave4er as he passed--and to be seen. The floor and ceiling were level,

and the walls were dobbed.

The schoql was seldom closed for a day or two; however, the teacher
*.'

,

and pupils were sometimes compelled to cut or saw wood to stop the closing

e Ltem)

-

of the school. .The wood was left in the road near the house, so that it 50
- . - - .

often was b4ied in the snow, or wet with rain. The fires were.to be
1

started about half an hour before the time of starting the school. When

someone fail4d to build a fire, it would be very cold all the way to noon.

118-

133

On the other,hand, sometimeS.the.warmth of,a big fiiepade it just as bad. 148
.. .

Sometimes too, pupils were anno yed by smoke.
. tfi t

, . .

The winter schoql opened about tbg
r

first week of December, and coiltinued 172 .

for 12 to 16 weeks. The summer term Started about the first of May. The-

157

length Of summer terms was three or four months. Later the tiMewas

stretched to 20 weeks. 9

The teacher: Good moral character, and a master of the main subjects 220,.

was required,' Most of them, both males and females., were from sixteen to _ 235

_eighteen years of age, and a few, over twenty-one. 245

Until wifhin A few-years , no studies have been allowed in the day 258

-

. school but spel.ling, reading, and writing. Math was taught by a few

teachers, one -or two times in a week, but, in spite of the most determined . 287

.

opposition,Math is now allowed in the day schoql. 297

Ss

.
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1,,eve3 2-- Letter's (Alternate Item)
. . .. .

-..,

)1." . '".., -
.

.
,

. .

Diviections; ,Type the following letter,. making one carbon and addressing
:

A,
an envelope_;_ .You,may use ,any aoceptable letter style,.

f '
with apbicibriAte'punctuation'gtyle.-. Assume that (1) you

are using letterhead paper and C2) the envelope has the.
:i, -,

return preprinted se) that only the address need be typed..., f'

(10 minutes)
''

. .
... .,

.

-
'

,:-.
' . ( a

(COrrentDate) Mr. J. Fred Harper, 2413 Elm Street,,Memphie, TN 31336
L

.. .0 .. .

Dear Mr. Harper Thank you.for giving Tfiternational the duty to pian

your trip abroad. We have aiianged the trip in such a way that'ou,
will have more than a veek to rest.,at, home before returning to your

,,work. (P) ihe plan enclosed gives:youfull details, of the trill: .

August 3-5, Ireland; August 6-1:3,.EnsXana; August 15-28, Germany; 4
August_20-September '2, France; September 3, home.. The days skipped

are.setaside,for travel. .-.(P) .Bechuse this is your firs:6'trip over,

we wanted your trip by.caX to ,be ea8y.. The big car shoWn'in the
.' schedule is .your. a no extra' cost. (P) ,May you have a' good :trip.

SinO'rely yours 'Hal .E: Robins, Travel Agent (your initials)
. , . / ..

.,s-

. .

-t

: .

"--)
,

4

4

fe,

V.

c. .

1`
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Directions:,

17 ;

4

Level 2--Tabulation (Altern4e

1'

Center horizontally and vertically on a full sheet of
paper the following -problem. Erase ;and correct all

typing; errors. Use double spacing. Leave ...0 spaces

between COltians.. Hand in when ,completed. (10 Minutes)

TOWNS TO VISIT IN GEORGIA

'(by Month)

Augusta

Thompsott

WaShington

' Atlanta

Toccoa

Clayton

Nov ber

Decem r

Februar

November
. -

February

October
.

D tober

, Savannah A gust

Wayekciss

Lakeland

22

January

September--

C
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I -. .et - _

, ,Leve-4.27---44anuscriptf.,111.ternate Item)
..,- ., , - 1

, Direction's: (1) Type. the following,article ip Manuscript form-LIT.-
using a'60-space- line {Pica)" ara 70-spaEe line

-;:
. .

(E1ite) : ' .,.
-,...... .' ... , ,

. , -

..(2y.., Leave.'a tap margin of Liiii,d,all" on first_ 'pagec . _ -
. .,.-

, . -- k r 'L. a

i.:'!* on, other pages- .,,
,.... ; :(-,--: _.,,..

-4

r ,

C3y
-1

;;,I;eaVe se bottom margin 4.,,qi3,

(4) ,(10 minut.ea.),.;
r ,. ,

if- .
THE' ,Bgsz, IS NEVER- GOOD

.

If all I have said ifit;ue, and 1_ can see do flaw in it,::.iihen.:the.can
prizes whiCh are ,tip be Won'-on the -ma'chine,:_grt rto put ..-it. another.
way, the 4p-llars wl4ah are to be had 6otiz-ieff is)3i, 'iinst come...frcm
the spedd.:_of the !operatpr ance from:1ittle else. As...a. ru.1e.tout is

-..-_-1-.,so and the Eielary, will eTflfEinri nn till 'qua..:rity of work turned but an, -..._
a given time. 1)) _,Ther.e.'is nbthing. that can "be bought' or ,aold- thai._i_-.
is not measured by the inch, the quart -or ,the pound. If.- yoUr:.ngighbOr. -".

everydoes twice as much work "as you do every Clay then he will get twice .. --as many dollar for .doing it. And _when it Comes to quality- -well, - -. --...:
fresh eggs- and '&11:d storage eggs vary in price, it is true, but'at
the, out set you should make, up yoUr mind to:ei3chew, the cold storage...
stuff .a.,nd bell nothing in the way of lahor that ,issnt first7c;.ass...
The best ....is never too good, st..i4 you are--iiise yaii .i.411-, make:out: :.,_,.._,..

your price list on the .h.adis. that as 3r.ou fiiinish,:the'beet ;oods -,: -_..-
you are entitled to the beet,:prIce, the.amount b4.:ing strie'ly.iin:_ .-- 7-7.-. ,-

..--....

1
-

-0

: t

_ I/

accord .wi.th,the quantity. -.a,- : . - -
.
. . -,1. -- :I'.

'N....., c . , e .
1 .), .. , e,. ,

- _a.
r

r
t',"

_J
4

% .. '
- '''. - - -:.

.... '. 4-
..

-A ' : .-.-. i., ::-..
--- -;,,' n ,. , .-... c... ,.
:

ALT.`. ^



tc
MINIMUm PERFORMANCE STANDARDS FOR LEVEL IFI

T bie.c1 .vriitings
....

,Type straight printed or handwritten copy of.moderate
aiffiCuty for S minutes at a speed of 40 words per
minut0iith:no-more than 3 errors. ,

Letters .

1

Produce 4 mailable business letter of average length
(no special lines) with one carbon copy andan
addressed%en3.41ope from handwritten copy in 10
tinutes,'

. *.

Tabulation.

Plana cl--fype handwritten copy a table of four
colVm (6 10 letter character's per line),,.- 10
-line r.,:coluirin,:rn 10. minutes.

-
, ..0

Manuscr.it!i'-'-Reports:
..4 ..!.. % ..

..-

Produce 'double-space, corrected or error free, report
_-:-...- , ,..e.copy.of approxiMateiy 309 words from corrected or

..'-..:, ':-...handwriten4..ilTafts in.' 13 minutes.
0.1

.,;.; 1 0.0

I

I

4

I

19
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Level .=-Timed Writing

Crip wobbled when he walked, and mo people who didn't know him thought 14

he was drunk. But he never. drank. It was just that' he had weak legs. Fromju 29

the waist up there wasn't a stronger ma in all.Rutherford County. A2

55

I dO remember when he had io quit. It was in the late 20's that Mr. Sawyer 128

143decided he had to move along with. the times,,fto he got rid of the horse and

Wagon and bought a truck. Crip, of course ' hid never learned to drive. 157

Crip worked for Mr. Green Sawyer at the Railway Express Compilny,

loading and unloading the express 'wagon that net all the trains. When he ' 70

- -.

spread his legs apart and put a heavy crate onchis ,shoulders you wouldn't 84

*
1

know there was anything wroft with him. The weight seemed to steady him. 99

I don't remember when Crip started working for the Express. Company, but 113

People still used a rt of coal fires those days, and Crip decided 171

to go into business for iltAindling wood. Mr. Sawyer helped ,186,

,

him get started by ,giving him a jennet and second -hand spring wafon." '199

No. 2.

wouldn't move. Mr. Crip got a new jennet, though, and named him Mr. Sawyer 285

286..

.
.

.

Crip named_rhe jennet_lir. Sawyer- __On one _side, of_the vagoe he_ Painted, __ _._43_:.,.__ __._ :_.__
' . .

"Crip's Kindling, Wagon No. 1." On thft other side he painted "Crip's ' 227
y

s
,

Kindling, Wagon No. 2." Crip said that made it lOok lilin he had/a fleet. ,: 242

. - _

Business was good. Then one night the shed where Crip kept the' jennet. 256,

and wagon burned up. He managed to get the wagon Out, but the jennet

fie
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Level 3--Letters

r . \
Directions: Type thejollowing letter, making one carbon and aadreSSIng. .

an_envelope. You may use.any'acceptable_letter_style,- -\:-
. .

with appropriate punctuation style. Assume that (1) you
are using plain bond paper, and (2)'the envelope is plain,
requiring the typing of both the-return address and address.

,

- friDtminutes) - ____
.

. .

4e.A1431, d, c.cwtJ ,-rN 3 7 09247 (6.AAAA-,:a'4e,
4:014, tef.a.L.,vuGas-,44.

37916. atts,2;.0, 'r)nelk 4. .

4e.A22.42.0

6)) c*L.t, -pjoukk.tat,'
arL4 ea.oscakiv.-7-1, tilL74P

_Gra. zclu.c.) .66,tosic4;rr.).44A2,a,

.A.42441. a. NASA 0..tt.4-rt.0.4.44

-;dt Ytaebeita,7,144 *t44- -ofiarly,Vtdt4.441A, 00.4/4A)
0.-euL 'AZ z)-4A-Az:v- VA;ortitaic...we C14_,-)-ta
4142.0.t. a elotta.14, 3

-004706cAktit

rem.. (1)) 0.4d1:ot -:er.t-C42,4s.0 X24,7;Ce. Clery

,1:::40-9-t;0-ertarr-v it.ttic.. ef14-41t.(2)<-60,21
'04-Jr 4:(.42 -lac) .ri-42:.Y4LtAt, "3444'11..0-7-14, 11(.4 -Oztd

12/20f34- (7) JAI- A-4'44 aetil"e4.1
Litt-401/ . 042d4 .41ftt.j 702 itilaTryi .4.431

GiAi-c) 41,1-s)

V-CiA.test "7,611-e'r2
yi,t4;0&-a-

.
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Directions:

I.

22

Level 3 - -Tabul on

Center horizontally and vertically on a;full sheet of
paper the following problem. Erase'andicorrect all

ng errors-.- Use ;double spacing-. Hand in-when
comiileted. (10 minutes)

COMMON 'WORD LIST
r

.9

O

r

-1

ti .

cliitteX;-.0-ro,

COreverzoort.

.e124.e.te:,J.cd

.66a,;_,Theptsa.

.4*?%.4.A;314Ael

..4.444./."41.4144,-

exAmdi3OA41,

'-7-rald.ltoker-Lo

....4.)(32.4-4er-t.e.

". 4

,Gitaaiavt.

ALosixiz4-
4.e.

4

_ _

.I
.

'0

,r

r -

,

r _
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Level 3 -manuscript

\
r.

Directions: (1) Type the following article in manuscript form,-
using a '60-space line (Pica) or a 7A-space line

0 (Elite)

(4) Leave a top margin of 1 1/2" on.flt7st
_ on other 'pages

(3) -.leave a hottom.margin of 1"

- (4) Correct all erros.'
.. - I.

, (5) -'(10 minutes) \ ',i .

. ; ,.. *' \\'
. ..\.
'file 'cup'

:t

.,
- .

As I am writing this there are men from all parts o.the world

page; 1"C
.- .-- ,

:, .who are flying throughthe a# in frince 'for the cup which. '
... ,.

,typifies the highest round off theddel in the art
'

of aviation,
. :: ' ',. . . . -

and under conditions which make it almott certnin that accidents
# -

wi-11 1;:id to the foss of life Or limb -
A

the first -gala:14one_ is tetpt'ed to-ask, why. they_ are doing it,
_14, and if the (Arne is well worth the candle,. Were the winning

Thaf- the cup the sole object. in view the answer would he that..., .
.-z ..4: , _-- , - -..

-; -.. ..-=:-.'"c'
it-is ta, _but ttictiTs: not the ieser'ilie priie in -itself cs '. _

.,
-,.. ... ,

4 . . c t . :

r N :.... ..".'_not_ttnd can never be equ4 in vartie,0 a- single human life,' . .

...,

.blit- it is_ the Thing that° the._ cuestnads for., which really
1 .*, ). ...'::

; .' `. 't. .0 ... 7.*
. . ,.:

saounts. The time is at hand: When man will cons:lupe the raa/r :-
,....,,. , ,...

'''. . --.:, tas. he had already coiti.D.'er_ed the lknd ncl the -and' 'every
, .- . ....., 1s s,._ *- , -
contest'. like -the Vresentonly serVei to bring thev-ictory one

.

a- - :.
a 4 -....

.., '. !. . 4 C...,

N . , ,- : :=-

.

t,
. ,

- ,

. .
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e.

step nearer, and the,worthof but.a ,single step in the progress

of the world is something too vast to be set down in figues

or even to be counted in human lives. It not seldom happens,

too,. that such a step is ,really a leap in the dark, and . the

taking of it parlead to fields so, broad iniextent that. one
. .

. -

coula: nat imagine theM it exist before the step was. taken

.and, the curtain of the future. thrown aside. Tiie winning of

,

dastarda prize .ad:Smal1 as`a grain of ,Tastard seed may lead to

.

reward's so great 'that their 'weight will

fbundations of-Ithe,globe.

_ _ A
_ : -

C

aa

Le.

---r4-1-41415,

IIV 4ti e 1)1-10(

the very.

la

a.

29
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Level 3- -Timed Writing (Alternate Item)-
.

.

, .

He do not
./

know which of-the many roads to decay Crete chose; perhaps.
.

she took them all. Her once gieat fields of cypress and cedar vanished; .

. .

today fwp-thirds of the land are a stony waste, incapable of holding the

cold rains. Perhaps there too, as in most faining cultures, control of the
.

number kit people went too far,.and the birth rate left to the failures.

:'
14

28

43

58

7Z.

%,:', :-.

._

Perhaps( wealth and luxury increased, tha pursuit of the pleasures

sapped thewill of the race, and slowed its'yill to live or -to defend
. .

itself; a nation is born stoic and dies epicurean. Maybe the fall of Egypt
a .

.
'

.1

after the death of its king upset Creto- EgypPlan trade and took away 'the,

wealth required trade, and markets for her industries?.like modern England

among
.

she was very dependent on the control of the seas. Perhapd war mong her

. . c "
.

own destroyed the land's manhood, and left it unprepared for a war. Perhaps

an earthquake shook great buildings into ruins, or a big war Within avenged

'IA a year-of terror all the weight of the many years. r

And yeti'? signs ofEgyptia'a culture in Crete are in every age. The

0

two cultures are atfirst so much alike that some think' a .wave of 'Egiptian.

.

86,

100

115

129

144

159

.
174

.

189,

200

214

229
'

people to Crete must have 'occurred. Lat,us think that -in Its racial birth

the Cretah culture was Rf Asia, in many Ofits'Arts Egyptian; iif essence

.

-and total it was one of a kind. , -

30

244

258

264

.

---4).
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DArectipris.4. .Type the TMowing. 1etter, 'making one carbon and addressing

an, envelope. You may use .anrac-deptable letter style, with

. , - -Appropriate pun#uatiOn style. .-,-Assume yet; are

using plain... bond paier,, an
j

(2) the, envelope --is plain,_

requiring the typing of both the return address and address.

(10 minutes)-' .
- .

t. -4.

$

""

26

r
Level 3--Letter -(Alteinate Item)

0(0r1.444Qa&j-Th i7q14.

MiAA11. ibattr dt1/44:34."14.-h°;)21' 67444?-1 Liz*.

434a; T-N 3/o L.04./m. c-rniny/ 414.4.\

'41I'dru°1
yzi*

euziaL,c

AL

cot

Cloa, Orue..

6,)
1)e-tX7-i,+JI4J !->-sTe a.9.

a.- istarat. 40.4.
40i,#A,4-nst.9pAlwat.

LIAL. a..6664,Lcati.

_ c;(5tota.Th4

Vf-41'
ow, ,,,t0t

t'rTuAfti.g./.-1.4. a. , eckg:ex ez_

,466,4A-A, 424-4_.4,c ezaiezvt. e42.44:42.

Att4.4411.rtzzi .g.a24.)..4.424tuuc . %."g

op) e.o.noLat4ati .moo ()Grl-td1/442:e crutottAIte-t,..
70.0 0 K. Fl SL:b OT 071 S

u,.

$

1

31

-



41.!..

Directions:

adeltattg..

Level 3-7 -TabUlation'(Alfernate Item)-

Centet horizontally and vertically on a full sheet of
papei: the,followiAgprolh.em. irase andCorrect all
typing errors-. Usedoull/e ,pacing. Hand is when =

completed. (10 mioutes4.
.

POPLIAR WORDS

. .

--

-

0

ti

-74

6--

r

lb

32
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Leve3:3 - -Manuscript (Alternate Item)

.Directions: (1) Type the following article in manuscript form,
using a- 60 -space linelPica) or a 70-spice line

(Elite)
f .

. .

a.

. .

.
.

(2) Leave e.top margin of 1 1/2'! on first page; 1" on

other pages

I
-

(3) Leave-a bottom margin of 1"

(4 Correct all errors

(5) (10 minutes)

-,.

-;
-. 42,,,,

,....-

A few years _ago man wrote a boOk: He ,had never writtenone
, A ' ',,

. . . , . . -%

1,,before, so far'atIt know but be belsieved that he had'a story

- Thyself
,

to tell--it was lockeCiP-th-hia_krain and he wanted to
. i

. , . , :,

- ...4..

rid of ie!'-=so he wrote it Out.and'sent.etto a'
J.. ...,

." _.,-

iland sat dom-to await-the result: --He did not.hgvelito wait

ver=b,
'..10

hg fot his copy came...- bA.

-

c-k.without
.

loss of :time_arac :-
......,-..._

-_-,........

ith it the usual printed_ form with 'iAnks to the :autlior for .

_....

sending and an apology for not Asitig the Matter, Hilt the man

had faith in himself--ioMathin4 we all must have if we hope to
,

win--And ilA:also had faith 1 the work he.had dong. He

the story of xruce and t

and to keep ontryitg

'hi kept that copy on its

e spider and was willing to try agaiil

end o f thekapter if heed or. So

would? print

A114, Sage

ravels (toping 'to ,find somebody 4h

and at iastenhe dia3 Ai ieigth the bOOk"was

re-c/.0/5 r-,44 vrJc..

1

-""

e r



4

.
printed and copies sent to the critics, as is the -custom,' and

el

these later de6idedi hobestly 'enough',, that there 'wo,arnot much

ts?" praise in the story, gas `story- and that whale thgte,wils,

in the mayOi-alt in it was, weak and crudely, put together,
..

A . -(
baand in that 9but" they showed their right to b& called

criticsthat thew in the-book a spark of genius which
.

might be fanned into quite' a blaze pin the end.. A, short time

nitirward the autbor died and before it had biC-ome known ttgit

he had won-one of the 'big prizes in literature.

.

: .

1.
-2:

,e

-

Lve.- ,
4.

I

I, 51.
C

6

.

,

r

4

.. ^

-
.." " r 41.

!.;

.
-s,

..0

lr

O

4

ty

.!

.

... '34,
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r
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.
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MINIMUM PERFQRMANCE STANDARDS FOR LEVEL IV

-.. 1- ..f.

, - Timed Writings - .

.-
.

... , r, ,

Type straight printed or handwritten copy Of average
difficulty for 5 minutes at _a speed of 40 words per
'minute with no more than 2 errors.

' .

Letters -

Produce ,a mailable business letter of averagelength
(no special lines), with one carbon copy and an-

,

addressed envelope from handwritten copy in 10
-"minutes.

.....::::;... I

- -. ':-._e ...4

'Tabulation
,..,

4:- `

-a.Plan nd type from 5andwri n copy a table of four.
.Columps-:(6 to 101,Ietter-characters per line), 10

` 'lines per column', in4l0 minUtes.

Type' numbers,. in tabular or context form at a rate of
100,figures pez:minute'for 3 minutes with no errors.

;. -

.,--:,,:- Manuscripts -- Reports
, .

. -

: Ptpdlice-double-,spaced, corrected or error free report
copy of approximately 300 words from corrected or
handwritten' draft -in' 45 minutes.

1

,
t, .

4.

:

Y. , ' T . ,
, .

c-

r
ri

s

4

V
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It seems the police have fallen into.a

in a modern industrial Society: Tf a job

v--!r,
_ -

can't be done.

This may

" 31

Level 4- -Timed Writing

way of thinking that is common

e a good principle in farming,

`t De done by a.11Lachine

construction work; and other
. .

such jobs. But good police work still means pounding the streets looking

for witnesses, asking the_right questions, and a good supply of what some

like to call the "work ethic."

No doubt there are

t %

'work. BUt it seems boo

for the obvious instead

turn up hard clues.

stillawaAattligamexl-4lia13auo-a116.1-ve fOY

0

many like to ride around in their cart_looking -.

of undertaking the serious digging necessary to

. !

No doUbt.thig has added to the, growing fight between the courts and

the police over

The.land's

the number of convictions obtained in court.
.

. -
t,

courts and lav't still require that people get on the
. .-:-

stand and testify to their knowledge bra crime. It is little wonder that
. . f. ,

.

so many eases -which have'been prepared on the basis of lie tes6and

14

28
'

31'

45

60

74

80 .

92

106

120

124'

]38

150

. .

162

electronic surveillancewithout hard facts--are found, wanting in the courts.

The quality qaw enfordement is not likely'to improve until the

.'

nation's police forces, are staffed with.moie dedicated officers. Uhomant
,-; '.,

. . - . .

citizen-ry-shows a desire ,t:.,c).4pay good men enough fo the).
.

... -

to work and the

.
.

: .

wori they are expectedto do. .
3

. . ./.

The :people should be willingto pay, the price~ for gdiod law enfOicement;.

;-,

177

191

206
.

220

235'

-

. 169t

. f , t '''' : '7 ,%. ' . %
,(..- .

, - -.....
the man who wantttt he'aloo4iCeman muse really want to be one

?
Z82

, . :

.
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r
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-6.

1.* 1.

Directions: Use any acceptable letter style, ,...1th appopr4ate puiiquation
,

style. Type an envelope and karn:coipy,.. tut; dates Viand. timbs

(paragraph 21 in tabular form. 'these instructions_ ark incom-

fof typing this letter aPpropriatey
,sare,lefi.-toyou. (10 Minutes) .

T".A1 37.2)0.44611
.j AQL42->:

" .
.__

A4 Z . C v (41 f /1/4-L-e--to g>/-neeeti/A44-0( 67441 Orli ilt.e2.
...c

AA/ .tki"Cet a faiL044040
' .

,41;1/4.0-4:!".12. aitt..

07-4- .4,4-Ac-ch.. /e,rv-;.i.),,..2Ai.-, 40-ru 7;41141--
04114- '4,0.-7-,-L.i,ruadcc) ..4.0.7ae...godot.

se3A-4e2644144:4'. . A . 1 . '
. .,. ;',

'.'

- i
% a' -..:, ' T, ' ,-:.Y" ., .j. k. -'.\

-'re-liA6LECIL--.. 04 jilrazdat ,Ae4/(.- ,A.4121-44e ..#4414Atat) '444' T"W44

C.4>VM.A.Cortia.ao C.4710:11.412ta'ettid .76: sLeft, ..:44tAti.6 'a2,422/t
\ -I '. . - o , ' .7i.: ", :

-,71 t
*

-.14'd4 44-qf -:4:2-4-4A ;$;)-). '''.-'.4-64: 141441r
,

d 1-4:44.:6 ..41 ,t1.4:7-aX. a cfiack. 4626o .

...44? * goRs -b",_ xLeAtict ,04,0cik a-y-La.

(..!,) A) -_=4_JAdi_ 1...tAdrt..4, ..i..4p4.A. 4_44) 0444,12t Li..a.-17' 0

jel-Adil*I_t.i .44:1:4-1,4411-1, ',Tta- .(24-'0(..

lAllA:L. ..--.t
-

,ZLotiae;t.tvx'rr.rva,OpLfexif-cerlh,t:44,
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Directions: .'XIse 'a.full sheet of

in acceptable form.'
--.. UsedoUble.spacing.

. .

".

4. '

it.-

4,

33

Level 4Tabulation

paper for typing the following problem
Erase and correct all typing errors.
Hand in When completed. (10 minutes)

CONFERENCES
(/974;)

Gii4.40eza,rui

a

,1-ter-v-raao.teel:

*f_tAvtra. . .0jkAttrved.

c24A

6G B
D

3.3Q
at F

. 13E
49M

a 7

.2Ilk

OA,

4.
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Level 4--Manuscript

Directions: (1) Assume that he manuscript is to be bound on the

left side' of/paper. /

(2) Leave a top margin of 1 1/2" on flisit page; .1",-

on other pages

(3) Leave a bottom margin of 1"

4t. (4) Type footnotes at the bottom of 'eacti-page

(5) (10 minutes)

Vocational Subjects Offered in High Schools by Patty Glover Campbell '

. ,

An official with the United' tates Department of Education states that
one way the magnitude of the.job vocational educators are facing can

be amprehended is by examining the eat number 0.potential young

peop fore whom Federal assistance pro ams are planned. He. believes

that ce only 20 percent of high schoo studentaill actually
compl e a four-year college program, the remainder', about 10.4 million

stud is (in 1965), could behefit from vocational education. This

nnmbe can be expected to'be around 13.6 million. by 1985.1 (P)

James . Conant, in The American High School Today, states that
tional education, an integral part of the whole program Of education,

requires aptitude not possessed'by students at the lowest academie '

level. (P) A noted business educator, Elvin.S.. Eyster, *says that

there is a tendency for career preparatinfor technical positionb
in business- to move out and. up .from the high .school., and odtand

down from colleges and universities. He feels that junior colleges, ."
community colleges, business colleges, and colleges that, offer one-.

.
and two-year business programs will increasingly train students in

. high- level,technical business coures.3
-

lCalfrey C.Pelhoun, "Vdcalional, Technical, an Adult Educe-
,... . ..

tion Research for 1967," Journal of Business Education? XL1I (February,
1967), 218.

- - 1
.

.2
James Bryant Conant, The American High School Today (New York:

McGraw-Hill Book Company, Inc., 1959), p. 123.,

4

VA 13
Elvin S. Eyster, "__uc tion for Business and.Office Careers,"':

American Vocational JOUrnal, IV (September, 1985),'20.

3 9-

,
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Level 4-- Tying Numbers in Context

..- '

,

DireZtionE: (I) Do not start- -Your teacher will signii to start
. ..

,

. 12) Space down,16 single "spaces from top of the paper

(3) Set left Margin at 13 for,PiCa, 22 for Elite

. .

(4) Set tab stops--Pica:
Elite:

32,

41,

47,

56;

66

75

(5) Do not erase--if you make an error, start over on

new sheet.
.

:

(6) 0 minutes)

.

-

extension
fund'

satisfied :

92..62'

57.84-

63.15

,
,

allow
:forwarded

'history

29.83

95.61

57.32

.,froht - ; 46.89 referred 49.67

.

begin 81.86 f. setester. . 19.53

'attachi.pg 13.49 chest .97.18

,
.

.

.
adv ins -79.47 court, 12.84

hear . 26.78 pleasant '58.66

,

trgff 43.21 . relative 64.35

pure set 68.32 92.85

fihest-. 17.34 saleimen 64.35

' session --70.86 finish 27.93

whose . 48.16 arrange' 32.24

allowance) 96.03 -copperate 27.45

interestp .79.35 , armed 23.40

.cause ) 68.97 cohipimier 59.78

A
O

4U
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.0?) Level_47-Tiptd.writazip Altqr_ngte Itexnj
a-. --

. ot

.0 ... .10
.14'4

-.. 4: 4

: - '
--.

every great crisis-of Onlibte or _corrupiinnin'oni great land,...)

marrAends either' to. turn away-frOft /XI!: cynicliml6r'blame it on the
, .

1,7*
-

moral decline of the land as a.whole. ,It
,

is an old habit in'oui land:

We either forget or bleed. .,
c

- Still, at' the start of a ne school -yea, whft even Washington is

13 -1:-

-

,t

27 r

41

46

"Just getting the first liweep'of cool clear autumn air, one asks 73
-- ,

could not hive a lot iorehonest discussion in our lapd on how alt these. ' 87- cly,

.--strange things happened, and.7'what, if aPyibing,'Oeytsleaa in our viliiii '' 102
...., ,, ...

...-..-".
(...>,- .

and ideas: 104 ,A::.,-; -
' .. __,...

. t . "..-

.... This vas the big question. And the main' question was .why io many .11/ ,

.....,

..4.-,
._ ,

people tilt isolated, pointless, and even -helpless, and AMether it 'we 131
:-...: ,

.

possible or nseful.toplan ways of talking, not only about legislation tiO 14-5- -'s-4-';`--
. - - . ...-

't
-s

.

_avo v iolence and.Corruption, but about the mozaleanovalues, and the .L._ .1407,,,

- philosophical underpinningsqf theNihole _thing, -:- coo.. ::''' 169

i

, ..

Tie sad tilling is that all th3s sincersincere" anaaaKefnl study of-our -_ - 182

____
. .._

_ ..___ ___ .....
e r .

--.-
problems does not Stem to Ieadanywhee. .The people are left yith"the.,_ . nfr '. _,..

pnliticians And
.,

the reporters ana the editorial writers and the thoughtful_ Se.-* 2i211-

...
. -

.. ,

people At folindation meetingAho
:

do the best they.can but lrithe enedo:.-
. ., .

. % -

c

notireally answer the questions theg.raise.

, '
in.While tht American people today do not believe the old 15a54i, and

......

. 1
.

confused by all this
.

old.values'and ysarm.for

importence that troubles

. .

vague debate, they believe in believing in the

some better w ay to escapefradthe Isolation and
.

their live.

41

234

247

/61

2/6

283

-
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Level 4--Letters* (Alternate Item).,
. .

idreCtiOns: Ilse any acceptable-leter etyle, with appropriate punctua-
tion,

./
style. Type an envelope, and carban-oOpy.. P.Ut,dates,

and banes,_ (paragraph 2) in-tabular form. These instrdctions
are incomplete"certain-decisjons for typis this letter
Appropriately.tare_lt t to you. -(1D minutes)

S

0:02a,rc or,rd 7Q:: 2 aga;"..t.4 4uegetko-ruzi
77..; .

444.14eat ditz,
414-Ait yai6, ofetrucc.

s

.0CrAls !-rrwann.44.9Prils.ni., b.chn.tmaJats., .1pw4 .4.4r.4.01

. (-0 j.4:i..;:o el 42.4.Ut zilt.c.-445ty& etkr-k. tEst
.

Cg...
. P -4 ,-t4 ,-75 .-4444-4A. .T.AtaLl-;%.,

L/o-pv-p. ../Ye2.44$6a, arsof. .406921 c,11"- 41-4fat. .:.
0 . -

.- .
r:t160:1"r%-e<4 . $141:tk -,4-,-,x-I.-

...

s`r>4)2;m44e,r),":,,a ..a.gealc,,-..f...e, ;-1.',7-1,:.47."-s.ot.z-4... 2 a,/ .44-1-e-ef ,

..04, .4WILLA.Cart.di

0-A1-4A*;0-e/te-th-c-f2L- .66wc,1..

asott.1..

(9t1.12n4.S;
.2. a/kAttetwf 04 4 t)a

)
.

4r., 91406 OW -0VIA:& A>C40.4.414416143tAZI,

..4.0aAd.1444 ? (?)04,%1A2A-PEr.

/;-id0,10>a-oCa->4rat..) .10141i.

- 4-

-. %.06iii* iclet .vlix.*: "- ::-W,6--%;--- 144- .i'',:;c:G.L..

-wilt Cart.#.4.45E.

2 --;

"" -- -1,;.-1

trveY...*

;-.
s

116254.14-elem0-.

Mee Gnu 0-Cia"rta,

1171;t-Ger

( %wgrejeL744(

%

.

. .

42

-

A

'-
.1 .2

J,

*; .

(fp



v7r

-r
4 N

-

-
DirdctiOns: Use ,a, full sheet of papei for typing the following

problem in acceptabre form. Erase and correct all

errors: _Use double spacing.. _Leave_ 6 spaces -_

be een columns. Hand in when corapleteZ. (10 minutes)

EA. CI;100L CONFE RENC. E.5
*. 0.474.11

.

Level 4--Tabulatj.

.. .
-

Alternate Item)

"nc.c.e..

AV

:.

V

. . :511) 6,1-r-rAc...k I

50 E\ ,FC'\ .

. -

a IF
H !-*(1

N. "'
CA4tiairteot 413

Ji /9:
_ _.

. _ 7,K

a.2

4

.,. : 115-- 1-m2A..r...A. /./.....
_.: -_... -.. --- --. -..-, .- ( . 4.i

.." .
.. / 1-.7-

.

4 . .

4 3

- s-

40 ,

NW-

4

I
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I

4,

..

;

v

4'
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Level 47-merit:script (Alternate

. ., .

Directions: S1) Assume that the manuscript is to-be bound 'Ion the

left side of paper ...---",

. 1 : .0

(2) Leave-a to margim of 1 1/2".
,

on first page;. 1" on.

:othei vages . .
,

i

1., .
.. . .

9

teml

.

(3); Leave a bottom margin of
.

1"
p).

. 1
. .

(4) .Type.foothotes tille
.

bottom of the 4gep . , . -

.
, ,

. . i .41 41 " ; 4 7 : . 0

.A.
-(5) ,410 minutes) .

/

Ok
.:

.
, -

. .

. .,... ee . ' .

,:- .11"- ..--
ft A

.

. 1 .

# 6...

Vocationil Subjects Offered in High Schoold by Patty,Gl er Campbell
. -

.
, ., ..

. _ .. .
,

..
.

..

-
,

Office educatfon,.d.fype of vocational educ4ction, enrolls more high -
.

school students than all other.typpa,ot:voCatiohal.education-coMbined..
' The frepa4lcion of Istenograpliera,.tiPiets-4.andleriCal workers ii '

vOtatiohk1 education._.The largest.perCentage of studatts mbo are. '....

preparing for office work,is to he found in high school's: The United %_
States Department of Labor has estimated that by 1970, T2.B million'
Americans will.be working in this oCcupationgrOur.1:(P)Adward A.
Krug, in The Secondary School 6urriculUt4.stAtes'that an imp&rtiht .'

part of, human achievement in skiI1,and knowledge'4 transmttted.by
the..budiness field. This field is:important*inintellectual content

.
and is indispensable- in human akeairs.."The..place of kusinips educe,:
tion in vocational Prefafation,,h6 feels, is.aisdred:4 .(P) Today's

.. culture: with its increased demands on young'peeple;:his,Produced'a,.
1.ar0-number oftdenagers1whodo_not keeppace with the_isgular_

.,

schO61 program. Some schools'are Apparently trying to of er,the,
traditional courses and the newer courses aOwell. AS nearly. 50

.
percent of the student body, may end.up.as drop*otitst the mass produc -, ,

. , tion program of education may not-be reaching all . Thestudentsrefore,
. .

some educators apparently feel that public education shoul try to
.

.

-*develop a,:pd Offer'programs to-meetthe needs of all yOuth.
.. .

. .

.
. -

t.

I

sr

g g

t

1
.

Bernard A.Ithilt, "Offica.. Educifidn,.A Partner inVocational .

Education," American VoCationalJOuinal, XL (AuChk.1965), 21%.'" ,

.

'
X .

. . / ...

a

f .

Edwaid:A. Krug,-The Secondary School Curriculum (Sew York: .

_Harper And Brothers, 1960), v. 467. -. ., \ ' .', .

,,,/,

3
Eugetle P. Whitney, "A Program or Students with Special Needs,"

The Journal of Busines, Educatibn, ktITI (Ogtobei, 1967), 6.

'Sr

. '

4 4

, -
go .

3.
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Level 4--Typing Numbers in Context (Alternate-item) .

,

Directions: (1) Do not start--Your'teacher will signal to tart

(2) Space down'16 single spaces from to of,the paper

(3) Set' left margin at 13 for Pica, 22 for Elite.,

(4) Set tab stops--Pica: 32, 47,'66
Elite: 41, 56, 75

.

.(5) Do not erase--if you make an error, spirt over on

new sheet

(6) (3 minutes)

t ,

.. marketing 23:75. . hands -"1- 49.96

fice 37.82'" professor 56.31 .

f *c.,

submitted 65.91 "maxiMUm 31.48

. error 74.96' ''pArides 26.29
.

.

. .
. ..

14.t1
/

47.19 actua4y. 35.86 .,

concerned ,59.fi2 -, phone 21.47

- .

selected
refer -

checkp8
'inventory

.

isetmit

privilege
4,6

seeing

'medical
,

funds
spddlfied

. ..

. . '

17.98
.52.49

.

.

. prove'

ytatever

-.68.31_ 4cci4ent

, 49.56 inform

. h.75 present

-54.36 :: sorr

0

68.41- Amerieat.

53.87 towafd

.

. 24.06 process
48.95 warehOuse

. - sz, .

O

s

»
,

ha'
".r-

5.

r.

49.53
'86.27-

14.73

52.89

6'4.58

3 7'.92

91.03
67,24

, 79.86
20.34

2

'te 134..

15P' "
.4".

.
%."` ~ )

f

4,'"
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STATISTICAL ANALYSIS OF TEStS
. t

Criteria for Scoring.

Related literature and research was reviewed in order to

esta blish criteria for scoring the performance tests.. Several

research studies and, in particular,,a.book by West t) were

u sed in the establishment of the scoring criteria. Furthermore,

analyses were made of secondary school'and.college textbooks

And,manuals in ,typewriting; secretarial handbooks; curriculum

guidei; various typewriting tests (including commercially

published tests), tests prepared by business education depart-
.

. .

ments of selected colleges and universities, and certified

professional tests. This data aided, in identifying and

classifying errors.

. Errors were classified as (1)- major errors, (2) inter-

mediate errorsa , and
0

(3) minor:ea-tors-. Major errors were
.

defined as errors. that would require the complete retyping -of

the test item; intermediate errors were defined as errors

that could be corrected without retyping the- item; and minor

0
errors

.

were defined
,

as errors in which the typist would not
.

.4
_

-,

be reqUired to- correct or.. retype the item. Secondary school
-

-

:Leachers
.

.
.

and coIlegepirofesgor's.evaluated the. various errors .
. . . ,

-..,
.

...
. ..,..,_

. . .. ,

- identified an -outline:.., . ,.
,

. .

Errort'idemtified were 'alto presented to these professional

people in ,order -.to.- determine tine weight that would be given to ,

s

1 4

a,sp\

ecific,err or. . Disagr5ffnt resulte g evaluators -about

.

-
4-

. the weight that ehuuld be assigned to a particularerrOr. For
.", .

b

46



.,
example, the weight of a "stile over" error according te'tihle-

. ..
-

4

evaluator, was, considered'' a major error. Other.evaluators,
. %

..
however:.felt that suCheitos were intermediate errors because '

1

. "
such errors; .lie corrected without the -necessity of retyping

the itep. Some evalu ators prefpel to, qameider certain errors

-as major errors while the typist is still-la the learning

'stage in.order to eliminate such errot-makink before the typist
. .

. -
-

is employ-6,d.. The errors, .resented in. Table I were counted as

uncorrectable, correctible,, Or.,-minor. This' pojicy 'relates o
,..

4-
the office situation since of the-purpdses-af_tbeyoca:
. .

tional office e4ucation imp.grams:i7
.

t'o:.simurate,;t4 real.
, .,

t
..

-
office in the classroop.\ - -.,

'

,- . C ', 1-- ../'--

Numerical valites:were 'assigned -,to. the weight classifications

as follows: ' (1) major errors, a'go.ints, (2) InfermediAte errorsI?-..,.

4. ,"
2 points, and .(3) minor errors'? 1point.-:, detision..to Assign

-1- -

P t

these.. w. eights was based on several weighting systems stiiies.ted

by West .,(21), whose recommendations were based on extensive.

reseatcfi: Scores on the performance tests represent the number
. ,

of points su btracted for errors as opposed to, the usual system

of 'subtracting points from a maximum score.

Teachershay wish to adopt the same grading glan as used

in the research far developing these tests. It Must be pointed

J

burthat b-epause the tests had-to. provide sta, triSlically

-.signifi'cant'differencesbetween they results'fOr the variobs,
.

fevels, the'resulting'4ores do'not-nkeSsarilfrelate to

the State itandards.. For example, the guidt,does notA, .

, . .
.

-...
quantify 00 -maximum number of. errors permissible for a le,ter..

.
. .

: .. . : . ..

)
->- .., _ I

I,
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Raiiier, it states that. the lettei must be "mailable." -For.
. , -' -%-_, -,-

.. .,--
-''measuring purposes, of cqUrsesukh standards had to, be

...Aquintified.'.1_Thiis, the scores were baged upon'the total errors ',

-. 3 -.-, . .

within a ;test item:. Tie'oint 1.6.6' of each type 6t error is
, . . . ,

.

:,presented in Table.4, and-tile 'statistical results using -thes
.

point values are presented
.

in Table

,

A Recommended Scoring,- Plan

A variation which yould mare closely corre4te to the'

curriculum guide:would be to adopt the grading plan to the
. f

total test.imm_ratberthin indixtidual errors within test
. ) . ,.

items. Using this scoring plan, a fest:item (such as a.-.1.6t) -.
. - :.. .- -

./
. could be given.a total of 3-points if it is mailable; 2 points

. -.

if there are errors thav cin be corrected,and 1-point should
. ,

.

..-

.

.,.

, '' there - be an erfor in,the item. that is uncorrectable,
= ' . ,

For..example, if a test it ;such-as.a.letter, thble, or -i

manuscript cog rains an error which is urroo'rrectable-Iirt

'test item Would receive a score of 1. One or,more correctable..

error's test item-would result- in a soare of 2 points -for- -

_ -, _ .
. ,

?
that .item. '' And. of course, an item containing only minor

.

..--.:.' .. --.-
-

. . :,-.. .
, ..

errors (as shown. in 'Table ) would ibe giver a value of 33)oinis.
.

\

Thus, at semester's end, a-studf ent Wh has an average score
. .1

t

.

-

-, of 2.0 or would meet the Cirri ulum.Gbide standards .

for error::

48
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. Comparison of,Each Test-Level With Its Alternate

According to Ferguson, (7), comparng;.eqavalent

tests, some criteria of parallelism is'requi ed.'.Test.
_

content, test items, instructions for giVing tests ghould

he similar. "Thepdrallel forms should have approximately.
-

equal means and standand. deviations." Tie t test provided.,
.

both compaiability of parallelism by- 'considering both the

means and standard deviations and also answering the ques-

tion as to whether the te st differed between performance

levels. This second consideration, difference"by performance

47

levels, is discussed in the next section.

'-Table II presents the means and Table III shows the .

comparisons of the mean scores of the alternate test forms

r each of the four, performancelevels. The mean scores

of the two similar test forms for Level 1 tests were compared
.

-

b.y Timed Writing speed scores, by the number of Errors

made on the,eiMed Kriting, by'Letter scores:by Tabulation

.--scores,__and br_Manuscript scores Tills same .procedure Was0-

'followed for Level 2; Leve l 3, and Level 4 tests. A
0 i 1

' comparison ofthe mean scores throughout the four test,

levels resulted in ndsignificant differences between

similar test items at the 10 peicent level. The criterion

-established fqr, smilaritykof test items on alternate

orms was, therefore, met with all test items.

2

1

L



t

EAN RES BY LEVEL AND FORM- f

'Timed
Level Form Writing rrors

ly

a 30.47 8.6

b 30.73, 8.50

a 33.97 8.90

b 34.67 9.67

a -43.90 9.2
b .45.40 9.34

a 53.14 10.38

b 43.33 10.69,

,

,/

Letters* Tabulation*
.

Manuscript*

10.67
11.66

4.33
4%79

X2.64 11.53. 28.53 It*

29.70 11.51 30.28

41.13 9.82 31.52
45.37 11.81 .. 36.95

47:36 16.25 - 52.94

49.95 18.79 55.42

:

* These scores represent the average nimber of errors per item as
weighted by points as described in Table I. This table should not
be used to compare the results from level to level as these values
do not represent how a given student would perform at a different
level.

.
,

Source: Ivey Chance. "The Development of Typewriting Tests for
Wasuring Student Achievement at Various.Perforinance

Levels." Unpublished doctoral dissertation, The University

of Tennesee,.Khoxville.

- .1t
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TABLE III

COMPARISON OF MEANS OF ALTERNATE FORINSa

t;'

Level
and Test Itemsb*

Form W E

la-lb .04. .06 ,3t . 3 i

2a-2b .17 .59 .67 .01 .40

3a-3b .36 .02 .83 1.33' 1.34

14a-4b .03 .22 .39 . .94 .36

"At

at values - -t. value must be for significance,

of .10 level.

'1DTW, Timed Writing; E,1Ertors; L, Letters;

TTabulation; M, Manuscript..

49,

o'

Source: Ivey ChanCel "The Development of
0

Typewriting Testsfor Measuring Student Achievement
at Performance Levels." Unpublished doctoral
dissertation, The University of Tennessee, Knoxville.
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Comparison of 'Each` Test Form With the :Next HiplerpLevel

Table iv
.
shows the comparison of mean Scores of the

. ,

.-,yarpus test items, by levels. The purpose of such a com-.

parSon wasito determine if the items .in the two perfftmance

tests were discr iminating between test levels.' Students

taking Level 1 tests were also administered Level ttests;.

and students taking Level 1 alternate tests were also

adm'inistered Level 2 alternate tests. Ais procedure. was
.

fOlioWed with the other levels of tests.

An analysis ,of the data in Table.IV shows that np .

,
.

,

1 signi=ficant differences were found*in the comparison of mean
.

..

scores of the Timed Writing. speed sOores,or for the Error

11110.

scores a t, any of the four test levels: The.compai-ison of

the dipan scores, however, by level for-Letter scores,
. .

Tabulation Scores, and Manuscript scores yielded significant

diffel-ences Ahroughout the four test levels. ''The criterion,

was not met, therefore, for Timedyriting and Errots;

however, the criterion- was met for Letters, Tabulatlon7 and'

AIL plnuscri
A'

The only measured,variable from level to.level,an the

straight -copy tests was syllabic.intensity. As can be seen
'P

in Table V, syllabic intensity was progressively higher as

SO

e

the test level increase4, --Intuitively, it would see m that
. 4 ,

the measures elf straight -copystraght-copy typing -- speed and error rate--;

must be more of a .function of the student's level Of technique
.

development an-d perhaps vocabuldry than of syllable in,tensity0
r

1"
. ,.1

.-, - .
0`

0

\ 4'

.44
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TABLE .

CCMPARI SON OF MEANS BY LEVELSa

eh.

,.

orm
and

, Level

, Test Itemsb

TV? E L . . T

Form
. la-2a

- lb- 2b

.11

.02

1.01

.80-

-4.03c

4.31c
5.80c
5.67c

'
i

2aL4pn 1.58 1.34 4.32c 4..87c 3.87c
26-5b *.40 .70 4.82c 6.14c 4.38c

i .

d3a-4a .39 .77 3.50c 6.01c 5.20c
3b-4b '.21 1.22 2.65c -"5.81c 4.31c

d3a-4a / .40 .90 4.36 4.15c 4.86c

3b-4b .23 1.53 3.68c . 5.26 4.67c

11,
-o

a
t values

V, Timed yriting; E, Errofs; L, Letters; T, Tabulation; -
M., Manuscript.

cSignificant at the 5 percent level.

dSemester 4.. and VOE tasted separately.

Source: Ivey Chance. "Tfie Development of Typewrithig

'Tests for Meaguring Student Achievement at
. Various Ferfoimanceavels." Unpublished
doctoral dissertation, The University of
Tennessee, Knoxville.
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As tan bp seen from the'test items, there were many variables

froth level to level for theletter,.tabulatkpn and manuscript

tasks. Complexity was added to the directions which 3yre to

be followed as well-as the actual tasks 3 be accomplisiled.

TABLE V

SYTLABIt INTENSITY BY LEVEL

iEVEL S I RAKGE,

1 '1.00 -1. A

2 1.15-1,25

3' 1.25 -1.35
.

4 1.35-1.45

Percentage and Cumulative Percentage Scores

Table VI shows,the -percentage, and cumulative percentge
4h

scores for the six categories of the performance test,.. Where

possible; the variable being measured (words per minute,

errors, etc.). is divided into increments which will correspond

to the thresholds as-presented in the state curri'culum 'de.

,For example, the cumulative' percentage figure for the 21 -25

increment of Timed Writings using'form la Was 16.270. Twenty-

five words per minute is the minimum threshold for Level 1

students and-26.2'percent failed to meetthis standard.

Obviously, 75.4 percent did meet the standard. ysing form
I -

2a, 80.4 percent.of the students failed.to meet the forty-.

word-per-mlnute Itandard.whereas, as could. be expected, -only
,

10,8 percent were.uhsuccesful on'form=4a.
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53,

. . ,

..
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The resuIts,of.the Errors test were .dilmafrand may hold
.

imiiiications for the Mawr in which 'typewriting is 'tausht..
.

Using form'la, only.18:3'peTcent of the Lever 1 sudents

Could meet the state curriculum.guide criteria of

errors" or less. As the level is increased, moreDyer, the
. t- /:

percentage passing .11e.sandard'decreased. Only 7 percelit

ref those taking form 4a pased the state curriculum guide

standard of two errors or less".

The LeIlgrs, Tabulation, and Manuscript cate gories
. .

graded in accordance.with the scoring, scheme described

were ,

garlier. The results of the Number Typing tests were not.
compiled as a pare of the origindl research underlying this

report. The Number Typing portion of die test was performed

by the Level 4 students,. however, and -ths resulting data

is included ,in Table VI for your kriforination.
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